
State of Georgia 
State Records Committee 

Records Retention Schedule 

Application #: 971001-02 Sheet: 1 of2 

Schedule #: 00-01 73A 

Effective Date: 10/14/97 

Supersedes Schedule #: 00-01 73A 

Effective Date: 06/05/86 

Agency Code: 

Agency: 

Creating Ofice: 

Sene f l i i i e  
Dates: 

Access: 

Class: 

Function 
Documented: 

Consists of: 

Arrangement: 

Index: 

Media: 

Retention 
Requirements: 

0484 

Department of Transportation 

Construction Division 

Highway Project Management Files, 1977 - Ongoing 
(District Office Reference File) 

Open 

Common (Division-wide) 

The Construction Division is responsible for supervision and 
management of highway construction statewide, through the 
Department's seven districts. Centrally the Division also controls 
materials quality through its central laboratory (and six branch 
laboratories) and processes all construction pay statements 
through its Office of Contract Administration. Through its District 
Offices, all construction project activities are directly managed and 
documented by local engineering technical personnel. The 
documentation includes, but is not limited to project diaries, which 
reflect daily progress and conditions on the project; inspection 
diaries which reflect quantity of material that was placed on the 
project; and pay item records, which are the types of records that 
are covered by this standard. 

Copies of contracts, subcontracts, equipment rental and 
supplemental agreements, monthly and final statements (DOT 9's); 
time sheets (DOT 488s); requests for allotment (DOT 107); 
change orders (DOT 187); applications for reduction in retainage 
and waiver of claims (DOT 491); test reports; daily reports; quantity 
books; and related correspondence. Also included are original 
project diaries, inspection reports and pay items not included in 
Highway Project Files maintained by the General Office. 

Numerically by project number 

By project 

Paper 

Administrative need: six (6) years 



State of Georgia 
State Records Committee 

Records Retention Schedule 

Application #: 971001-02 Sheet: 2o f2  

Schedule #: 00-01 73A 

Effective Date: 1011 4/97 

Supersedes Schedule #: 00-01 73A 

Effective Date: 06/05/86 

Disposition 
Instrvctions: When project is officially closed (when final release is received): 

Remove from active file and place in inactive file; 
Cut off at end of calendar year; 
Hold in inactive file six (6) years; 
Destroy. 

Send a copy of the listing of records, destroyed by the District 
Office, to the DOT Records Management Officer in Atlanta. 

Note: Records cannot be discarded if under litigation. 

The State Records Committee has approved this recommended retention 
schedule and disposition plan for the named record series by the named creating office. 

Signed: 
Edward Weldon, ‘Secretary of State Designee 

L 



APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE 

RECORDSMANAGEYENT DIVISION 
DEPARTMENT HISTOR RGo S I 6- o I 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. - 

FOR AGENCY USE 1. AgencyAddrou FOR RECORDS MAnAGEMENT USE 
Deoartment of Transoortation bl icat ion Number Lpplication Dm 

17-3 - Coktruction Division 
District Offices i 
Construction Management of Supervision Wicnion Nu- Dm R.csived Dm bmplsted 

MAY 1 6  1986 I ?UN 5 1986 
Worldng Title Tdephona Number !. Person to Cantact 

M a r t  u r k  
I. Action Rwuested 

a- 0 Esta~iia, Retention Scheduk; record will mntinue to accumulate. 
b. 0 D i m  of present accumulation; no funher accumulation anticipated. 
c. WAmend Application No. 173 f h / l h /  721 checkone: 0 Change; & Supercede; 0 Void 

, 

L Daresofseriir 
hrliest Latest SCHEDULE) 

L Diision ad offiea Function. 

5. Records Sni Titla (followed by tide used in office;ifdiff.ent) ( D P  - 

- .  1957 Present HIGHWAY PROJECT FILES (DISTRICT OFFICE REFERENCE FILES) 

The Construction Division' is responsible for Construction Supervision and Management state 
wide through the Department's seven district offices. Centrally the Division also control 
materials quality through its central laboratory (and six branch laboratories) and process 
all construction pay statements through its Office of Contract Administration. Through it 
district organizations, all construction project activities are directly managed and docu- 
mented by local engineering technical personnel. 
limited to project diaries which reflect daily progress and conditions on the project; 
inspection diaries which reflect quantity of material that was placed on the projeci; and 
pay item records are the types of records which are the subject of this standard. 

What is the funch'on of the Division and the M i c e  in which th i s  record series is mated? 

The documentation includes, but is not 

. R& Serbs Description 

~ ~ ~ ~ u ~ ~ l ~ t i ~ t ~ :  maintaining reference copies of highway project files for use by District 
Th is  fi le contains the following documen- (include form n u m b e n d  tides, ifany): 
Attach samples of the file. 

Offices during the course of construction projects. 

lnduware: copies of contracts, subcontracts, equipment rental and supplemental agreements 
monthly and final statements (DOT 9%), time sheets (DOT 488's) ,  requests for allotment 
(DOT 107), change orders (DOT 187), applications for reduction in retainage and waiver 
of claims (DOT 491),  test reports, daily reports, quantity books, and related correspond- 
ence. 
included in Highway Project Files maintained by the General Office. 

Also included are original project diaries, inspection reports and pay items not 

~ i l ~  is arranged: numerically by project number. 

. Monthly Referenos R a n  
One to six months old 
twenty-f:ve months and older 

Letter-size drawers 3 9  ; Legalslze drawers :shelves : Othu (awsiiW 

How often are reards referred to which are: 

: Seven to twelve months old ; Thirteen to twentyfour months old 
' ? Seldom referenced after project is closed. 

. iinual Rate of Accumul 'on of Remrds 

~ . 
~ - 1--50--7i. RW m - . IOUd . 



, with exception o f  project diarjes, 

11. Rncntion Rquirements The follam'ng requires the series to be kept: 

a. State Law Yeon.  d. Audit period Y u n .  
b. Statute of limitation 20' wars. e. Administrative wed 7 
c Federallaw ye;-r. f. Federal retention inmuca'ons -5. 

years. 

Attach copy or excerpt of laws or regdations. Explain administrative need. 
*a. Original records (project diaries, inspection diaries and pay items) must be retained 

20 years to correspond with related contract records (O.C.G.A. 9-3-23)  maintained by 
General Office. 
Needed for daily reference by office during the course of construction project. e. When 

< and 
ort a1 h% of a&: 

l C .  

0 Calendar Year; 0 Fiscal rear: IQ Other then. 

0 Hold in the current files area nmnth(s1 wads); then 
0 Transfer to local holding area, hold 
0 Transfer to State Records Center; hold 
0 Demoy. 
0 Transfer to State Archives for permanent retention. 
IXOther lSpecify) 

wads); then 
yeark); then 

When project is officially closed, remove corresponding project folders from active 
file and place in inactive file; cut off inactive file at end of each calendar year; 
hold in current files area 7 years; then remove project diaries, inspection diaries 
and pay item reports and transfer.to D.O.T. Records Management Office; destroy 
,remainder of file. 

D.O.T. Records Management Office: 
Project Diaries, Inspection Diaries and Pay Item Reports: 
Office, transfer t o  State Records Center; hold 13 years; then destroy. 

Upon receipt from District 

These inmuctions apply to a l l  p i o r  and future accumulations of the series. 

Sam RceDrda bmmittw ISipatum) Date 
lacummendations in para- 

If dirapproved, at&& letter 
f explanation.) Secretary of State/Dmignee 

raph 12 are approved. State AuditorDesignee W-Z i  L , G a  

L 

Attorney GeneralKbsignee . 
l-50-7?; R-. 7 6  

:ms. 

1 

Y 



' APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEMENT DIVISION 
ARCHIVES *ND HISTOR --- 8GoSl6-0 /  --_I- 

History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

District Offices 
Construction Management of Supervision 

Martha Qerk 
Action Requested I 8- 0 Estaoiisn Retention Schedule; remrd will mntinuc to accumulate. 
b. 0 Dismn, of uesent accumulation: no further accumulation anticimted. 
c. UAmend ApplicationNo. 173 ( h f l h f  7 2 1  Checkone: 0 Chaw;  '& Supercede; D Void 

' 

4. Dates of Srier 5. RcoDrds Seriks Tide ffollowed by title updin offin;ifdiffeentl ( D P  
h r l i e n  Latest SCHEDULE) ~~ ~~~~~ 

1957 Present HIGHWAY PROJECT FILES (DISTRICT OFFICE REFERENCE FILES) 

The Construction Division is responsible for Construction Supervision and b'anagement state 
wide through the Department's seven district offices. Centrally the Division also control 
materials quality through its central laboratory (and six branch laboratories) and process 
all construction pay statements through its Office of Contract Administration. Through it 
district organizations, all construction project activities are directly managed and docu- 
mented by local engineering technical personnel. The documentation includes, but is not 
limited to project diaries which reflect daily progress and conditions on the project; 
inspection diaries which reflect quantity of material that was placed on the project; and 
pay item records are the types of records which are the subject of this standard. 

6. Division and Dff i i  Function What is the function of t k  Division and the Office in which this record series is created? 

~ 

7. RIcord Series Description 

bmentrrelatinqto: 

This file contains the followiw doatmentr (include form numbers and tides, if any]: 
Attach sampks of the file. 

maintaining reference copies of highway project files for use by District 
Offices during the course of construction projects. 

Indudedare: copies of contracts, subcontracts, equipment rental and supplemental agreements 
monthly and final statements (DOT g's), time sheets (DOT 488's),  requests for allotment 
(DOT 107), change orders (DOT 187). applications for reduction in retainage and waiver 
of claims (DOT 491), test reports, daily reports, quantity books, and related correspond- 
ence. 
included in Highway Project Files maintained by the General Office. 

Also included are original project diaries, inspection reports and pay items not 

I file isarranged: numerically by project number. 

ORIGINAL 
AS SUBMITTED 

One to six m t h r  old ; Seven to twelve months old ; Thirteen to twenty-four months old 



11. Retention Rquirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation 20' years. e. Administrative need 7 years. 
c. Federal law yeg-r. f. Federal retention instructions YMt3. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 
*a. Original records (project diaries, inspection diaries and pay items) must be retained 

20 years to corres&nd with related contract records (O.C.G.A. 9-3-23) maintained by 
General Office. 
Needed for daily reference by office during the course of construction project. e. When . .  cerl for receirrh hv lnra l  o f f l n a l  l i r .  

This agenw recommends &a the file series be cut %%%d of mch: 
0 Calendar Year: 0 Fiscal rear: (g Other then, 

0 Hold in the current files aea month(s1 year(s1: then 
0 Transfer to local holding area, hold 
c] Transfer to State Reinrds Center: hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
=Other lspecitvl 

yearb): then 
yearb): then 

When project is officially closed, remove corresponding project folders from active 
file and place in inactive file; cut off inactive file at end of each calendar year; 
hold in current files area 7 years; then remove project diaries, inspection diaries 
and pay item reports and transfer to D.O.T. Records Management Office; destroy 
remainder of file. 

. .  . ~- ~ ~ . 1__ 

D.O.T. -Records Management Office: .~. 
Project Diaries, Tnspection Diaries and Pay Item Reports:  upon receipt ~frorn District 
Office, transfer to State Records Center;  hold^ 13 years; then'destroy. 

~ ~ .~ 

. 

Attwmy Generalbrignee 
1--50--:1. R-. 76 



Tom Kitchens 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATE1 

Cont rac t s  on each p r o j e c t  a r e  kep t  i n  Div is ion  o f f i c e s ,  along wi th  
monthly s ta tements ,  t i m e  shee t s ,  c o r r e s p n d e n c 6 a n d  the  necessary documentation ~ 

requi red  t o  support  a l l  pay q u a n t i t i e s  uiade t o  -the c o n t r a c t o r s  
for cons t ruc t ion  of highway p ro jec t s .  

L1 .DISCIIPrlO. or S D I I S  - Ir,Cl"dL lo,.. .a. L ,or. ?*tlL. I t  LD, 

Contrac ts ,  Sub-Contracts, Equipment Renta ls ,  H . D . 9 ' 6  for 
-1 .monthly and F i n a l  Statements,  R.D. 4$8 Timeghee t s ,  H.D. 407 Request c*. ~ >i ~. 

m li - -  T F ~ K  all>&nentl+ Rh'.358 ~ Q l e m e n t a l A g r e e r e n f s , - U . D .  187 change orders .  -~ , .: - . .  L ,  
H.D.. 491 Applicatiort  =for  _Mduction% Retainage and Waiver oY 
C l a i m s ,  ProjecE Dia r i e s .  InspGTor  Diar id;  Test Reports:; - . p a i l y  ';t 

- ~ 

--: b . -  
-* 

Rep$€&.*, Puan t i ty  Books."Znd Correspondence. <P . ~ 

r . ~ ,  
7- . .+'- - 

- -- t: 
-. - % 

~ .d / -  
* ..a 

&. 

A~ -;p -- . 
~ % - -  ~~T 3 . ~  c ~- 

* -~. 
. .e. % .  .~ .  , 

.~ 
~ , .  . 

.~ 

I irk* e: . -  

~~ ~. . 
- 



b . ' *  

13. Is t h i s  the Record Copy of t he  ser ies?  [d [I 
14: Is there  a duplication of t h i s  s e r i e s  i n  another of f ice  or  agency?. 19 [I 
15. Is the information contained i n  t h i s  se r ies  ever swnnarized or published? [ I  [4 
16. Does the ser ies  contain classi f ied information requiring securi ty  handling? ' ,  [ I  # I  

Portions of t h i s  f i l e  is dupl icated. in  the Atlanta Office F i les ,  but only i n  part. 

1 .  

17. Does - the  series doclqnent pol ic ies  and procedures of agency's operation or function? [] [$ y 

18. Could t he  function be performed i f  the f i l e s  were l o s t  o r  destroyed? . r 1  Ed 

19. Is the se r i e s  ( o r  major portion of it) regularly microfilmed? If yes,  why? [ I  &I 
[ I  M 
[I [d 

kl [ I  
kl 

20. Does the record se r i e s  provide data as input t o  an EDP f i l e ?  ~. 

. ~. .. 
~~ 

. . .  . . . .  ~ 

~ ~~ . ~ . -  

21. Does the record se r i e s  contain documentation produced as EDP pr intout?  

~ .~ ,~ . , -  
22. Is the ~ ser ies  affected by Federal or  &-ant . funds? . .  . .  

Project Records involved- i n  F:ederal* k g  g t  mi(& kfa$i& -3&9-&ff6f a&nR@Kpent has bet 
23. W i l l  t here  be a need for these records $1, !? y e q s  , - . . ~YO? &q? .If - ,  yes ,,~ what? , -  ~- [ I  

24. REQUIREMNTS. The following requires the f i l e s  t o  be kept indefini t&VearS:  

a. MSTATE b. [ ISTATWE OF c. []AUDIT a. PIFEDERAL e.  [ ]ADMINISTRATIVE f. []HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite Lm, Statute,  o r  other reason for the retention requirement) 
Federal Regula+ns PPM30-9 requires project F i l e  Records on Federal funded 
Projects to  bqkcp t  3 yrs. a f tea  f ina l  voucher has been paid by the Federal Gov. to  t l  
State.  S ta te  Law Requires p r o j  f s  after f ina l  payment . 

25. M N C Y  RECOMENDATIONS.  This w e n c y  -6e cut off a t  the ena 

.r . 
sonahle aeriod of time i n  whlch t o  s a t i s f v  Federal repulations, State Lad,  and Ahin is t ta t iveneeds . .  

I ,  W I Y  - I .- emcy / / / I  

Recommendations []Approved [ ]Disapproved 


